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Objectives 

 Introduction 

 Account Creation 

 System Orientation 

 Case Management 

 In-Processing FOIA Requests 
Phases of FOIA Processing 

Fee Waiver & Expedited Processing Requests 

 Processing a Request 
Estimating Cost & Tracking Fees 

Stopping the Clock 

Extending Due Date 

Reassigning Requests 

Creating Tasks, Correspondence, & Comments 
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Deciphering FOIAonline 
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Introduction to FOIAonline 

 February 2014 – By DONCIO Directive, 
FOIAonline is the mandatory FOIA request 
processing database. 

 The FOIA/PA Tracker (“NAVSEA Tool”) is no 
longer authorized nor supported. 

 All metrics - including Annual Report data - will be 
derived from FOIAonline. 

 

** Bottom Line– you must account for your cases in 
FOIAonline ** 
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FOIAonline Directive 
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Account Creation 

• Contact either OPNAV (DNS-36) or DONCIO 

• DNS-36 
• donfoia-pa@navy.mil 

• 202-685-0412 

• DONCIO FOIA Public Liaison – Mr. Chris Julka 
• DONFOIAPublicLiaison@navy.mil 

• 703-695-1970 

• Logging in 

• CAC USERS 
https://foiaonline.regulations.gov/foia/action/registered/home.   Select 
your "DoD Email" certificate to proceed to FOIAonline. 

• NON-CAC USERS 
https://foiaonline.regulations.gov/foia/action/public/home.  At the top 
of the window, there will be an area to input your login email and 
password. 
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System Orientation 
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To view cases 
submitted to your 
command 

To view cases 
assigned to YOU 

To input a new              
- Request 
- Consultation 
- Referral 

To conduct an advanced 
search for a request. 

To generate 
performance and 
status reports for 
your command 

To configure 
your account 
settings. 

To configure 
your agency & 
sub agency 
settings. 



Case Management 
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• DNS-36 recommends logging into your account at least once 
per week to monitor new and ongoing cases. 

• Check your “Unassigned Cases” to determine if new cases 
have been submitted or reassigned to your command. 

**  You can sort your 
cases by left-
clicking any of the 
column headings. 



Pop Quiz! 

 Where can I find cases submitted to or reassigned to 
my command (but not directly to me)? 

a) “My Cases” Tab 

b) “Assigned Cases” Tab 

c) “Unassigned Cases” Tab 

d) But if I don’t click any of them, I can pretend I never 
received it, right? 

 Answer:  C 
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Processing FOIA Requests 

• FOIA Requests must be assigned to a caseworker 
to be processed and closed. 
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• Cases become “red 
flagged” when they 
are 20 working days 
overdue. 

• You may also sort your 
cases by any of the 
column headings 

• A list of cases may be 
generated in Excel or 
csv format. 



Phases of Processing 

 
1) Submitted – The request for records has been submitted to the 

agency and is awaiting review. 

2) Evaluation – The agency is in the process of reviewing the request to 
determine if the description of records is sufficient to process. 

3) Assignment – The agency is routing the request for records to the 
appropriate agency employee to search for records and process the 
request. 

4) Processing – An agency employee is searching for records, assessing 
potential responsive records, making necessary redactions, and 
coordinating with other agency employees. 

5) Closed – The request for records has been processed and any 
responsive records have been released to the requester and/or 
public, as appropriate. 
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Requesters with FOIAonline accounts can see what phase their cases are in.  



In-Processing FOIA Requests 

1) Inspect submitter details. 

2) Check assignment history – sometimes cases are 
inadvertently assigned to a command by another 
user. 

 

 

 

3) Ensure case has all elements of a perfected 
request: 

a. Mailing Address 

b. Fee Limit 

c. Actionable Request Description 12 



In-Processing FOIA Requests 

• After verifying 
submitter details: 

1) Select Request Track 

2) Determine Perfected 
Status * 

3) Choose Appellate 
Authority 

4) Acknowledge receipt of 
request ** 

5) Fill in Short Description  

6) Determine public 
viewing setting. 
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*  Leave Perfected Status as “No” if 
reassigning case to cognizant 
command. 

1 

2 

3 
4 

5 
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Remove PII! 
**  Will only work if requester’s 
email is available. 



In-Processing FOIA Requests 
1) Verify Request Description 

does not contain PII. 

2) Amend description if 
necessary. 

3) Determine public viewing 
setting. 

4) Add additional 
information as necessary. 

5) Check Supporting Files for 
PII; redact and re-upload if 
needed. * 

6) Upload additional 
supporting files if 
applicable. * 

7) Determine public viewing 
setting. 
 

 
14 * These only include files sent by requesters. 
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Pop Quiz 

 What must be done before any part of a FOIA 
request can be made available to the public? 

 

 Answer:  Remove and/or redact any instances of 
Personally Identifiable Information (PII) 
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Fee Waiver Requests 

• A fee waiver request is submitted in the form of a task. 

• It may be viewed in “My Cases” if it is assigned to you. * 
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* When a new request is submitted, tasks will be listed in “Unassigned Cases.” 



Fee Waiver Requests 

• A fee waiver may also be viewed in in the “Assigned 
Tasks” section of the “Request Details” page of a FOIA 
request. 
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Fee Waiver Requests 

To adjudicate a Fee Waiver, select “Edit or Close Out Task.” 

 

 

 

 

 

 

 

 

 
• If the requester’s email is on file, a notification will be sent informing 

him or her of the adjudication outcome. 

• It may be a prudent course of action to send accompanying official 
correspondence explaining the outcome. 
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Expedited Processing Requests 

• Expedited Processing Requests may be viewed and 
processed in a similar manner as Fee Waiver Requests. 

• Must be adjudicated within 10 calendar days of receipt 

 

 

 

 

 

• If the requester’s email is on file, a notification will be sent 
informing him or her of the adjudication outcome. 

• It may be a prudent course of action to send 
accompanying official correspondence explaining the 
outcome. 
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Pop Quiz 

 Where can I locate any fee waiver and expedited 
processing requests? (select all that apply) 

a) “Unassigned Cases” Tab 

b) “My Cases” Tab 

c) “Assigned Tasks” section of a request 

d) All of the Above 

 Answer:  D – but remember - once a case and its 

accompanying tasks are assigned to an individual, they will no 
longer be locate in “Unassigned Cases.” 
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Processing FOIA Requests 

Fee Estimate 
• Issue:  A “commercial” 

requester submits a FOIA 
request stipulating a $30 
fee limit.  The request is 
complicated and requires 
many hours of search and 
review. 

• Conduct a fee estimate. 
• Form 2086 

• FOIAonline Fee Estimate 

• Send a letter to the 
requester advising the 
projected cost. 

• Stop the Clock (give the 
requester a specific 
deadline to respond) 
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Fee Estimate 
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Account for Processing Costs 

 The “Admin Cost” function enables caseworkers 
to record costs accumulated through search, 
reviewing, copying, etc. 
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This is an efficient 
method to log case 
processing costs. 
 
All billable fees 
will be included in 
a final system-
generated invoice. 



Stop the Clock * 

• Stopping the clock is permitted: 

1) To resolve a fee discrepancy. 

2) To obtain request detail clarification. 
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*  Function can only be performed when a request 
is assigned to a specific caseworker. 



Extending the Due Date 

• Required Processing Timeline 

• The FOIA mandates a 20-day timeline in which to 
respond to perfected requests. 

• SECNAVINST 5270.42F permits a 10-day extension for 
particularly complex cases. 

• In either case, you should communicate with the 
requester to discuss the expected completion date. 

• Due Date Extension 

• After communicating with the requester, perform the 
“Extend Due Date” function in FOIAonline. * 
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* This process is the best way to maintain good public relations 
(and to avert appeals and litigation). 



Pop Quiz 

 What instances will permit a caseworker to stop 
the processing clock in FOIAonline?  (select all that 
apply) 

a) The caseworker is really, really busy. 

b) To clarify the request description or scope. 

c) The case is just too difficult. 

d) To resolve a fee discrepancy. 

 Answer:  B and D 
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Extending the Due Date 
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Transferring FOIA Requests 

Hey!  This request really doesn’t belong to me… 

There are three methods by which to reassign/transfer a 
FOIA Request: 

1) To transfer a request to another Navy component or 
subcomponent that uses FOIAonline, you may simply use 
the "Make Assignment" function.   

2) To transfer a request to another agency that uses 
FOIAonline, use the "Transfer Request" function. 

3) To transfer a request to an agency that does not use 
FOIAonline, then it should be closed in the system (as 
"Misdirected Request") and transferred via other means - 
email, fax, USPS, etc. * 
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*  Create a comment in the FOIA case to account for the 
transfer to “ABC Agency.”   (In case of appeal or litigation) 



Transferring FOIA Requests 

Making an Assignment to another Navy Command * 
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*  Although FOIAonline will send an email to the 
command receiving the assignment…it is a prudent 
course of action to contact a command directly to 
discuss any reassignment action. 



Transferring FOIA Requests 

Transferring a Request to Another 
Agency in FOIAonline * 
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• Send correspondence to the requester informing 
him or her of this action and which office to contact 
to obtain the status of the request.   

• Ensure the letter it is uploaded to the FOIAonline 
case file. 



Transferring FOIA Requests 

Transferring a Request to an Agency that does not use 
FOIAonline 

 

• Inform requester via FOIAonline correspondence that the 
case is being referred to another agency. 

• Send casefile to cognizant agency via email, fax, etc. 

• Upload case notes, emails, and correspondence to 
FOIAonline. 

• Close case in FOIAonline as a “Misdirected Request.” 

** Closing FOIA requests will be covered in the 
afternoon session. ** 
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Creating Correspondence 

• There are two primary reasons to create 
correspondence in FOIAonline: 

• To communicate with the requester. 

• To build a complete case file (emails, correspondence, 
case processing logs, fee estimates, etc.) 

• The “Correspondence to Requester” function is 
used to communicate if the requester’s email is on 
file. 

• The “Other” correspondence type is used to 
upload information for the record (not viewable 
by requesters). 
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Correspondence to Requester 

33 

Email is based on 
agency configuration. 

Be careful which 
correspondence you upload. 

Email body can be edited as desired 
or prepopulated from templates in 

“Administration” settings 

Select Type 

Requester’s 
email 

address. 

Left-click “create” when ready. 



“Other” Correspondence 
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Select Type 

Left-click “create” when ready. 

Applications for “Other” Correspondence: 
- Case Processing Logs 
- Emails pertaining to case 
- Transfer, consultation, or referral letters 
- Memoranda 
Remember: The goal is to create a complete 
                          case file 



Uploading Files 

“This is kind of confusing.  So, where do I upload all 
the files that go into a FOIA request?” 
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Supporting 
Files 

Correspondence 
“Other” 

Correspondence 
to Requester 

Responsive 
Records 

Restricted 
Materials 

FOIA 
Requests 

Coordination 
Emails 

Acknowledgement 
letter 

Actual 
Responsive 
Records 

Sensitive 
(unclass) files  

Attachments 
to Requests 

Research Materials Interim Response Placeholders 

Envelope in 
which it was 
sent. 

Admin Log Final Response 

Memos Any official 
correspondence 



FOIAonline Correspondence 

WARNING:  

Do not attempt to simultaneously upload  

“other” correspondence AND  

correspondence to the requester! 
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Pop Quiz 

 Can you communicate with a requester through 
the “Correspondence to Requester” function if 
they don’t have an account? 

a) Yes 

b) No 

c) It depends 

d) Wait…you can send stuff to requesters in the tool? 

 Answer:  C – they must have a valid email address 
in their request submission. 37 



Creating Comments 

 The comments section serves as a discussion 
forum (not viewable by requesters). 

 Any caseworker that can view the request, can 
make a comment. 

 The function is particularly useful to explain case 
processing actions including the following: 

– Reason for case reassignment. 

– Reason for transfer to outside agency. 

– Documenting a communication with a requester. 

– Case processing notes to other caseworkers. 

 Comments may be edited or deleted. 
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Creating Comments 
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• In this case, a team lead wrote a comment in the case file directing a 
caseworker to contact the requester to clarify the request description. 

• Comments are also useful to appellate authorities in the event an appeal 
is submitted. 



Creating Tasks 

• Tasks allow multiple caseworkers and/or 
subcomponents to work on a case at the same 
time. 

• Tasks may only be assigned laterally or to lower-
echelon subcomponents. 

• This function is useful for the following: 

• Determining cognizance over a request. 

• Conducting a search for responsive records. 

• Reviewing and redacting responsive records. 

• A due date may be assigned to track open tasks. 

• A request cannot be closed with tasks still 
pending. 
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Creating Tasks 
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*  Allowing task recipients to edit metadata will enable 

them to alter request track setting, fee category, etc. 

* 



Creating Tasks 

How do I view all assigned tasks? 
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FOIAonline Demonstration 

FOIAonline 
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https://foiaonline.regulations.gov/foia/action/registered/home


Common Pitfalls 

• Not checking “Unassigned Cases” for new FOIA 
requests! 

• Uploading agency files to “Supporting 
Documents.” 

• Failure to perform the following actions: 

• Select request track. 

• Select fee category. 

• Select appellate authority. 

• Send an acknowledgement to the requester. 

• Failure to remove PII from the request 
description or supporting documentation. 
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What’s up Next? 

 The afternoon session will cover the following 
topics: 

Processing FOIA Requests 

Uploading Responsive Documents 

Generating an Invoice 

Closing Out a FOIA request 

Using the Search Function 

Using the Reports Function 

Configuring Profile Settings 

Administration Settings 

 Individual Account Settings 
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Saved Rounds 
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